
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[IT Support Team/Specific Contact Name]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [IT Support Team/Specific Contact Name], 

Subject: Request for IT Support 

I hope this message finds you well. I am writing to request assistance 

regarding [briefly describe the issue or request, e.g., "a malfunctioning 

computer," "software installation," or "network connectivity problems"]. 

Details of the issue:  

- **Issue Description**: [Provide a clear and concise description of the 

issue]  

- **Date Identified**: [When the issue first occurred]  

- **Steps Taken**: [List any troubleshooting steps you have attempted]  

- **Urgency**: [Indicate the urgency of the issue, if applicable] 

I would appreciate any assistance you can provide to resolve this matter 

at your earliest convenience. Should you need more information, please 

feel free to contact me via [preferred contact method]. 

Thank you for your attention to this matter. 

Sincerely,  

[Your Name]  

[Your Job Title, if applicable]  

[Your Department, if applicable] 


